
Ir 

P 
c 

APPLICATION FOF/ RECORDS RETENTION SCHEDULE OFflCE OFTHE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
D~PARTMENI' nlSTOF 

INSTRUCTIONS: See Publiation No. 76-9M-1 for instructions on completing this form. Forward ugned original to 
Depanrnent of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta. Georgia, 30334. 
Atantion: scheduling Qction. 

M 
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FOR AGENCY 4 7  USE 1. &en Address 
Deparyment of Human R e s o u r c e s  
Division of P h y s i c a l  Health 
Drug Abuse T e s t i n g  Laboratory 9/57 
47 T r i n i t y - A v e n u e ,  S.W., Rm. 6-H Oats Rueivrd Oste Cornolered 

Awlication Numlmr - May 2 6 ,  1976 
hppliation N u m k  

_- 
L PIOon to bnocf Working Title Telephone Number 

Lawrence A .  R e y n o l d s ,  Jr. Supervisor 656-4945 
L I. ActhmRequerted R 

a. 0 Estabiisn Retmtion Schedule; record will continue to accumulate. 
b 0 Dispose of present accumulation; no further accumulation antiapated. 
c m  Amend A&lication No. ~ Q l e e  one: @I man&; u Supercede: a Void see i t e m  74-114 

b D.hr of Suier 
lul iest Latest 

5. Records Series Titk (follow& by title used in  off;^; if different) 

Drug Abuse  P a t i e n t  T e s t  R e p o r t  F i l e s  

L DivWon awl Offia Function What is the function of the Oivifion and the Office in which this record ser10.i IS created? 

I. R d  Series Description 

Documents relating to: 

This fib mntainr the following documents (indude f m  numbers and rides, if any]: 
9tpdt samples of the file. 

lnduded are: 

'. 

File is arranged: 

1. Momhlv Rnferana Rata 

One to six months old 
twentv-fiye months and older ? 

1. Annual Rate of Accumulation of Reax& 
Latter-size.drawers ; bgal4ze drawers : Shelves ; Other (wc i f y l  

How often am records referred to which are: 
; Seven to twelve months old ; Thirteen to twenty-four months old 

- 

- 

q-80-71; Rw.76 loVal 



I I c Is this a vita4 rcaord? 
1 d. Does this sarias have historical or long mrm rasearch value? 

11. R a w n t h  Raquirrmentr .* Th. following requires tho wias to be kept: 

a. st8uLm y=n. d. Audit period years. 
b. Statute of limitation yaars. a. Admlnistrativa need years. 
c ward law pars. f. Faderal ratention instructions years. 

Am& ww or axcert of laws or regulations. Explain adminimativa need. 

T o x i c o l o g y  A n a l y s i s  R e p o r t  i s  needed  f o r  f o l l o w - u p  r e s e a r c h  m a t e r i a l .  

I2 Appravad Dispmitii Instruedons This agency recommands that the file series be cut off a t  the end of each: 
0 Cakndar Year: 0 Fiscal Year; I3 Other 

- 
then, see b e l o w  

0 Hold in tho Q l W M t  files area l W I t h ( S )  year($); then 
0 transfer to local holding area; hold 
0 Transfer to Stan Racords Center; hold 
0 Dastroy. 
0 Transfer to Sut r  Archives for parmanant retention. 
0 othrr lspecitvl 

year(s); then 
year(s); then 

each 
. C u t - o f f  f i l e  a t  +ke end  o f  fke T o x i c o l o g y  A n a l y s i s  R e p o r t  - 

DPH/DcS(4)-96 c a l e n d a r  y e a r ;  then t r a n s f e r  t o  U s  
(12 month accumulation less t h a n  
one C u b i c  f o o t )  

S t a t e  Records  C e n t e r ;  h o l d  5 y e a r s ,  
then d e s t r o y .  

- On January  1, 1974 and every -L- two months thereafter c u t  o f f  

f i l e s  a r e a  two m o n t h s ; X a - t m n s € e r  
t o  S t a t e  Records  Center; h o l d  one 
yea,r; then d e s t r o y .  

- - - - - 9 - - - - - ~ + * ~ ~ ~ q i ~ ~ _ ?  c u r r e n t  

thrs innniaionr apply to all prior and future accumulations of the sartn. 



STATE O I V I C .  a? S.ElW..* 0. 1T.11 

OF A p p l i c a t i o n  f o r  D C ? L W V I l T  O? A B C I I V I .  b lIUT011 
R E C O R D S  D I S P O S I T I O N  S T A N D A R D  nICO.Ds I,.,D....~ D1.18101 GEORGM . 

9 .2a r l i t t s t  & Latest  - ii~:es o f  Ser ies  

> .  
Eent. of Hman Fesources 1 3i;:isicn of Phvs 

9 .  Exact Ser ies  T i t l e  

--TABLISH DISPOSITION STANDARD; D I S P O S E  OF PRESENT ACCUMULATIOS; 
-;CORC W I L L  C O N T I N U E  TO A C C U M U L A T E .  ' I 1 NO FURTHEF A C C U M U L A T I O N  A N T I C I P A T E 3  

-- 1974 - present I DRUG ABUSE PATIEXT TEST FEPORT FILES 
_I 

i?-ie-. is t he  fbnction of t he  o f f i c e  i n  which t h i s  record s e r i e s  is  created? 
Tne Zivision of Physical H e a l t h ,  headed by the D i r e c t o r  $ responsible for the adminis- 
tration, direction and coordination of Physical Iiealth F ~ ~ g r m s  i n  the State, such as: 
L5e e s t a b l i s h n t  of health standards for businesses, housing, f ie ld  operations, and 
hcs-itals throqhout the State; the improvemnt of the physical and dental health of the 
residents o f t h e  State; the diagnosis and contrrll of diseases; the supervision of 
ccnstruction and licensure of health facilities. 

Tne Laboratory U n i t ,  under the direction of Chief , is responsible for performing 
bacteriological, chemical, and inmunological tests for diseases or abnomlities on 
a variety of specinens (primarily from hwrans) received frcm throughout the state. 
It is also responsible for the evaluation, impmverrent and licensure of other labor- 

Service Laboratories, and fomdates policies 
evaluaticm, training and licensure of clinical 

end f i l e  arrangement). 
Jhcments  re la t ing to  the results of labomtory tests conducted to  detennine the presence 

o r  absence of a variety of abuse drugs (such as. opiates, alkaloids, barbiturates, 
amphetamines and hypnotics) in h m  body fl&ids of patients who are voluntm$ly 
participating in pmpams intended t o  terminate the individual's use of abusive drugs. 

Included are the Toxioalogy Analysis R e p o r t  (DPWDCS C4l-96) which includewPatient's name 
and identification n w r ,  participating treatment center and its identification 

I 
I 

AIIUAL 8&TE O? A C C U L V L I T I O I  
i....r-*,.. .,', 3r...r. 



* -  . I [xl - . - - + :  f t e  se:- :zs i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedues?  

_ -  - . .  
[XI I : .--: tke ?--..-tion be performed i f  t h e  f i l e s  were l o s t  o r  cfestroyed? 

- 4. i - _  - 
_, - . -: ...* s e r i - 5 ~  !or major portion of i t) regular ly  microfilmed? If yes, why? .. 

[ . I  [XI  :<. . _ _ _  L..- ---JxI ser ieqaprovide data as input t o  an EDP f i le?  

f I [X?~ I-. - :?s  Tie rt-2z-6 s e r i e s  contain documentation produced as EDP p r in tou t?  

L L .  .-.L: :;se ~ e t < r a l  Government issued ins t ruc t ions  governing the retent ion/dis+-  . ] [ w  

L i e  ,.=- - _  - 

.. 
_. - 

_ r  .. 

. .  .~ r.. 
. .  _ ~ - _ _  

. -  

:..-'--n cf ::.ese f i les?  

-_. < -  '.:-A L n e r i  ? ?  z need f o r  these records 10, 1 5  years from now? If y ~ s ,  whzt? 
.. 

r 1 IN- _ -  ..... ( * ,  

-- I.-__-.... ._ 

2 k .  EIgiREMENTS. 7r.e following requires the f i l e s  t o  be kept l l r  &cp&-t.13 
.e -.<.I--..-: f ,  --;-- k .  !;STkTWE OF C .  [IAUDYT d.[]FEDEF;L ~ . ~ A D M I N I s T P ~ T I ~  f . [ ] ~ ~ ~ ~ ~ ~ 1 ~ ~  : 

. .  - R L~:IG?ATION PERIOD . ~ L A W  DECISIOII ' ~ v 2 s E  . .  
- . . _  

( z t e  L a ,  Sta tu te ,  or  other reascn f D r  the re t ep t fon  rgquiremeqtj  
krL atithority givgn in reorgia Laws 1970, Licensure of Clm~cdl La130mtories, p. 531, 
2t- c1-=. , reqdres a twelve mnth retention. 
3c:& reFe'ercre to the reparts takes place w i t h i n  14 mths of the ,original test. 

It bas been our experience that the mst 
-I.I.-- l_l__l_.__ -_ 

25. kS!iCY RECOPENDATIONS. This  agency recommends t h a t  t h e  'file s e r i e s  be cu t  o f f  at the ,end 1 
,then: 1 see b e l c w  

. .  
cf es-h - [ ]CALENDAR YEAR -[]FISCAL YEAR -RaTHER 
i 7 ._ 
i .  I Hold i n  t h e  current f i l e s  a r ea  ' month(s)/ y e a d s ) :  
i. .; Transfer t o  [ 1 S t a t e  Records Center [ ] Local Holding Area; hold ' . y e a r ( s ) :  . . I &stray.  . ,  . . 

I 1 3 s t r o y  ' i m e d i a t e l y  after cut-off. 
21 3ther :  (S?ecifY), 

. _. Transfer t o  S ta t e  Archives f o r  permanent re tent ion.  1 ' '. ~. , .  
~~ 

On January 1:. 1974 ard every two months thereafter cut off the 
fi le :. ths. hold in current files area ,two minths; then transfer to . .  State 'Records 
Center; hold one year; then destrov. . .  

. .  
. .  

. .~ . 
~. 

. .  
. .  . .  

, ,  

(Zxdicate br i e f l y  rationale for recornendations abovelor w r i t e  a d d i t i a a Z  remarks) : 
.~ - . ,  



PAGE 
1 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

Dates of Ser ies  
Jan. 1974 - present I 
The Division of pllysical Health, headed by the Director is responsible for  the adminis- 
tration, direction and coordjnation of Physical Health F'mgrms in the State, such as: 
the establishment of health standanis for  businesses, housing, f ie ld  opemticms, and 
b s p i t a l s  throughout the State; the improvement of the physical and dental health of the 
residents o f t h e  State; the diagnosis and contrbl of diseases; the supervision of 
construction and 1bxnn-e of health facilities. 

The Labratory Unit, under the direction of Chief, is responsible for  performing 
bacteriological, chemical, and innunological tests for diseases or abnonmlities on 
a variety of_ specimens (prifiarily f r o m  humans) received fmm throughout the +te. 
It is also respbhsible for  the evaluation, hpmvemm~ and licensure of other labor- 
atories in the state. T h e - w t  accomplishes these goals by the t e s t h g o f  specimen&? 
thru the activities of the Diagnostic Service Latxktories, and f o m l a t e s  policies 
and standards of performance for  the evaluation, training and licensure of clinical 

and f i l e  arrangement). 
Documents relating to  the results of labomtow tests conducted t o  determine the presence 

or  absence of a variety of abuse b g s  (such as: opiates, alkaloids, barbiturates, 
amphetamines and hypnotics) i n  human body fl%ds of patients who are voluntar-2y 
participating in programs intended to  temCmte the indi -v idds  use of abusive &ES. 

Included are the Toxiaology Analysis Re@& (DPH/DCS [4]-96) which hclude&Patient's name 
and identification nuher ,  participating treatment center and its iderkification 
nuniber, laboratory control number and the positive or negative test results for  a 
particular abuse drug. Also included are the actual test results registered on 
chmmatopphic chart paper which may shm the presence of drugs in the patient 's  
body f l u d s  (urine, blood,tissue). 

DRUG ABUSE PATIENT TEST RFporrr FILES 
"What is the  function of the  of f ice  i n  which th i s - record  se r i e s  i s  created? 

1. 

c I_ 

m o n t a i n s  the  following documents ' ( include form numbers and t i t l e s ,  i f  any, 

7 

File is a h @  chronologically by date of testing, theramder by patient's name and 
ATTACH SAMPLES OF THE FILE identification number. 

IO. 0 ,  Dr.rer. l o .  O f  OI."*7. C " .  ?t. 0 ,  Il.r-.n. IP"I.*IIT "CC".IEY cu. ? * .  mr IlerDr*. 

\ .. 
2 .  

6 .: . .  9'- Lilt....,,. , I t .  D,.".,. t . 3  



- & E : 2  -9 

[ X I  *l 1 

b I _ _  - _.-- 

a m .  Y E S  ' N O  7 ~ " p j ~ 1 0 ~ ~ ~ ~ ~  .ll.ler 1. " ~ ~ ~ . . .  
, P i  

! 
13. Is t h i s  t he  Record Copy of t he  se r i e s?  

1 4 .  Is there  a du 
I 

i ca t ion  of t h i s  s e r i e s  i n  another o f f i ce  o r  agency? 
T e s t  resUlts&/mt to Drug Treapent Center 

15 .  Is the information contained i n  t h i s  s e r i e s  ever 
Attach COPY of summary o r  Dublication. 

/ 16.  Does the  se r i e s  contain c l a s s i f i e d  information equiring s e c u r i t  
_ _  

andxinf? d, &$ [ 1 Confidential Medical Record-&. Health Code; LaLmtory I;Lcensu& &w ,ec ion .~ 
1 7 .  Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? . . [  ] [x] 
18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? [XI [ 1 
19. Is the  s e r i e s  ( o r  major portion o f  it) regularly microfilmed? If yes ,  why? [ 1 :[XI 

20. Does the  record s e r i e s  provide data as input t o  an EDP f i l e ?  [ 1 [ X I  

21. Does the  record se r i e s  contain.  documentat~ion produced as EDP printout?  1 * [ X I  

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- . . [ ] [ x] 
s i t i o n  of these f i l e s ?  

23. W i l l  ' there  be a need f o r ~ t h e s e  records LO, 1 5  years from now? I f  yes,  'what? [ 1 [ X I  __ .__ -. __ . .  
7 '  

2b. R E Q U I R E M E N T S .  The following requires the f i l e s  t o  be kept ' 1 4  

a.MSTATE b:[]STATWE OF c.[]AUDIT; d.[]FEDERAL e.WADMINISTRATIVE : f.[]HISTORICAL 

Legal au&rity'&ven i n  C m r g i a  Laws 1970, Kcensure of Clmical Laboratories, p. 531, 
et seq. ~ requires a twelve mnth retention. 
frequent refe-e t o  the reparts takes place within 11, mnths of the' original test. 

LAW . LIMITATION PERIOD L A W  '~ 'DECISION ' , .  . .. ' VALUE . . 
(Cite L m ,  S ta tu t e ,  or other  reason. for t h e  re ten t ion  requirement) 

It has been our experience. that the mst 
- 

25. AGENCY E C O M E N D A T I O N S .  .This agency recqmmends tha t  the  f i l e  s e r i e s  be cut off  at the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER ~ see belaj ;then: 

[ 3 Hold i n  the  current f i l e s  area 
[ .I T rans fe r . t o  [ 1 Sta t e  Records Center 1 Local Holding Area; hold . ' y e a r ( s ) :  

[ 1 Transfer t o  S ta t e  Archives fo r  pe@anent re tent ion.  

[XI  Other: (Specify). Op January 1, 1974 .and every 9 0  mnths thereafter cut off the 
file; th.& hold 1j.n -t files -&a two, rrpnths;. . .  then transfer t o  . .  Sta te  Records 
Center; hold one y e ;  then destrpy. 

. ' month(s)/ y e a r ( s ) :  

[ 1 Destroy. . .. 

[ I Destroy immediately af ter  'cut-off. ,' .~ .~ 

, ,  

. .  

. . .  ~. . .. 
. .~ 

. .  
.- , '  . . ,  .. . , 

. .  . ,  i 

( Indica te  b r i e f l y  ra t ionale  for recontnendations above/or wlsite addi t ional  r e m a r k s )  : 

are: 


